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ProSight 7.0  New Feature
• New Tool feature:

– Clipboard
Data exchange 

between Excel 
and ProSight

• Copy & Paste 
within ProSight



www.vita.virginia.gov 3

ProSight 7.0  Data Exchange 
• Data Exchange between MS Excel and 

ProSight
– Entire ProSight Scorecards or tables from 

Forms, or blocks of data from these tables 
can be copied and pasted into Excel 
spreadsheets

– Blocks of data in Excel spreadsheets can be 
copied and pasted into ProSight Scorecards 
or Form tables.
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Data Exchange with Excel
• When pasting information, there is a 

Preview screen that allows you to see the 
new information, review automatic 
corrections and possible mismatches.
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Data Exchange within ProSight
• In addition to copying and pasting to/from 

Microsoft Excel, you can use the copy & 
paste within ProSight
– The scorecard/form table must have the 

same value types (e.g. integer, float, date, 
text, value list)

– Must have security permissions for the item
– Cannot paste into “locked” (hatched over) 

cells
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Scorecards
• Whole scorecard or Form/Table—selects the scorecard or table in its entirety

– Convenient when using the ProSight scorecard or table  as the basis for the 
spreadsheet in Excel, as it includes the column headers and row titles

• To select the whole scorecard or table:
– From the Clipboard menu on the Menu Bar, click Select Entire Scorecard or Select 

Table; or
– Place the cursor in the scorecard or table and from the right-click menu, click Select 

Entire Scorecard or Select Table
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Whole Scorecards& Form/Tables
• The whole scorecard or table is selected and highlighted in 

yellow. 
• The total number of rows x columns is noted on the status 

line
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Scorecard Cell selection

– Place the cursor in the scorecard and from the Clipboard right-click menu, 
click Select All Cells – selects the entire scorecard or form/table with the 
exception of the headers

– Or from within the scorecard:
• Partial selection-column— Left click on the header of a column to select the entire 

column
• Partial selection- row— Left click on the title of a row to select the entire row 
• Left click (hold) and drag allows selection of any area within scorecard
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Form/Table Selection
– From the Clipboard menu on the Menu Bar, click Select Table; or
– Place the cursor in the table and from the right-click menu, click Select Table

– Or from within the table:
• Partial selection-column— Left click on the header of a column to select the entire 

column
• Partial selection- row— Left click on the title of a row to select the entire row 
• Left click (hold) and drag allows selection of any area within table



www.vita.virginia.gov 10

Copy & Paste in Scorecard & Form/Table

• Copy:
– From the Clipboard menu on the Menu Bar, click Copy; or
– From the right-click menu click Copy; or
– Use the Ctrl +C keyboard shortcut

• Paste:
– From the Clipboard menu on the Menu Bar, click Paste; or
– From the right-click menu click Paste; or
– Use the Ctrl +V keyboard shortcut
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Paste Verify 
• The selected cells are pasted into the scorecard or form/table and the 
Verify Paste dialog appears:

•White background-- the data 
in the cell is unchanged

•Green background-- the data 
in the cell was successfully
pasted and appears in bold 
font
•Red background—the new 
value cannot be pasted and is
seen crossed-out in the cell

• Hovering above the cell 
lets you see the old and 
new values, and the 
reason if the value cannot 
be pasted in a tooltip

•Two  Verify Paste views; 
•Accept if cells can be pasted,
•Reject if cells cannot be pasted
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Verify Paste 

•Report—generates a full report that can 
be filtered to view the paste results

•Red "X" -- the number of cells that cannot be 
pasted
• White check mark-- the number of cells 
unchanged
•Green check mark-- the number of cells that 
were pasted successfully with no adjustment
•Yellow check mark-- the number of cells that 
were pasted successfully with automatic 
adjustment*  (*integer rounding )
•Checking the Box “Enable paste without red 
cells” allows paste to be accepted
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Scorecard Paste Report
• Scorecard Paste Report—generates a full report that can be filtered 

to view the paste results:
– Title— name of the scorecard and the portfolio into which the paste 

was done
– Info Line—shows it is a scorecard paste report, the name of the 

logged-in user and the date of the report
– Pasted Cells—allows you to filter the Displayed Cells by  four 

checkboxes: White, Green, Yellow and Red
– Item Name-- shows the item names
– Categories--shows the scorecard’s column names (categories) in 

order
– Current Value -- shows the current value for the cell
– New Value -- shows the new value/indicator for the cell
– The status of the paste colors the background “Red” cells

show their value crossed out
– Result -- White cells show a dash; Green cells show OK; Yellow cells 

show Conversion-(what was done); Red cells show Error and the 
reason for the error
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Scorecard Paste Report Example
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Form Paste Report
• The Table Paste Report includes the following areas:

– Title— name of the table and the item into which the paste was done
– Info Line 1—shows the name of the form and the tab
– Info Line 2— shows it is a table paste report, the name of the logged-in 

user and the date of the report
– Pasted Cells—allows you to filter the Displayed Cells. There are four 

checkboxes: White, Green, Yellow and Red. 
– #Row—the number and label of the table row
– Column-- the names (or labels) of the categories in the table
– Current Value—shows the current value for the cell
– New Value—shows the new value/indicator for the cell
– The status of the paste colors the background. “Red” cells show their 

value crossed out
– Result—White cells show a dash; Green cells show OK; Yellow cells 

show Conversion-(what was done); Red cells show Error and the 
reason for the error
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Table Paste Report Example
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Best Practices
• It is best to base the Microsoft Excel sheet on a paste from 

ProSight 
– Ensures updates pasted from Microsoft Excel back into ProSight 

are sure to fit in smoothly
• The Paste Preview should be reviewed with care as pasted 

data is automatically checked for data type correlation, not 
content

• In Scorecards, once the user accepts the paste, the new
data replaces the old
– The only way to retrieve previous data is from a database backup!

• In Forms/tables the new data replaces the old data in the 
table
– However, as there is a need to “Submit” the form data, it is still 

possible to rescind the paste after accepting it
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Contact Information

Gary Weaver
CTP ProSight Administrator 

804-416-6181
gary.weaver@vita.virginia.gov
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